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INTRODUCTION

STARS Il is the preeminent student admissions, registrations and tracking system especially
designed for the unique processes of the Uniformed Services University. With the capabilities
to perform both client and web based functionality, the STARS Il system offers staff, faculty and
students on-line information regarding courses, grades and applicant evaluation processing.
Ultimately the STARS Il systems will become a part of the Uniformed Services University
Corporate Database.

USER GUIDE OVERVIEW

The STARS Il User Guide is specifically designed to equip the user with instructions to
successfully perform each function in the application. It is also a comprehensive reference for
the user to assist with identifying screen and field definitions.

The User Guide is divided into two sections: Tutorials and Screen References. The Tutorials
provide written step by step instructions on how to perform functions using the STARS Il On-
Line system. Within the tutorials, there will be screen shots, which give a pictorial reference as
you navigate through the steps. Secondly, the Screen References (if applicable) provide a
pictorial view of screens in the STARS Il application that are read only and do not require the
user to perform any action. Below the screen shots will be documentation of the data in each
field in each screen.

CONVENTIONS

In this manual the conventions (styles) used are as follows: Active Buttons, Hyperlinks, Bars,
Menus, and Screen Names are indicated in Bold. Screen Names are listed below each
screen and are marked as figures. Action words/phrases (indicating that you must perform
some action) are indicated in ltalics and underlined. WARNINGS WILL BE HIGHLIGHTED AND
IN ALL CAPS.

NAVIGATION

While using the web component, it is recommended to utilize the screen navigation buttons
instead of your web browser controls.
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STARS Il SYSTEM FUNCTIONS

Web Component: Provides web access to students, staff and faculty for the purpose of viewing
course catalog, viewing student photos, viewing grades, electronic submission of grades for
verification, viewing grade point average, updating addresses, and entering and reviewing
interview and clerkship information.

STARS II System Problems — Contact the UIS Helpdesk at 301-295-9800 for system
problems.

Note: Privacy Act Information: This information is only used for the purpose of authentication to
the Stars Il System. Individual SSNs, birthdays, start dates within a department, and additional
roles within a department are not provided for any other use at USUHS. Any personal information
obtained will not be shared with other information systems.
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BASIC TUTORIALS

The tutorials provide guidance in the performance of routine functions in STARS Il. Follow each
step in succession to become familiar with the functionality of the system.

Tutorial 1: Log on to STARS Il On-Line

Step 1 Click on your internet browser.
Step 2 From the address line, type ieb.usuhs.mil/stars. (Figure 1)
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Figure 1: STARS II On-Line Internet Address

Note:

If you are already on the USUHS home page, you may click on the drop

down box under the Information field and select STARS Il On-Line. This

will also take you to the main menu of STARS II.
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Tutorial 2: Course Catalog

Step 1 Click on the Course Catalog bar (Figure 2) that turns yellow when selected.
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w# " Bockmarks  # Location: [rtte: ik usubs mil/stars/catalogue. asp

=] &5l what's Related

E@ I Uniformed Services University r

Medical Education View & Update Student Records

Stars IT On-Line

This Section is for View Course Information and Course Location!

Select Course Listing to View Course Information and Course Location:

I’“’F‘Iease Select One™ LI

Find I Reset I

Clontact us at: wehmasten@usuhs mil

(= == [Document: Done

Last U date 02/25/01 =1
= A

Figure 2: On-Line Course Catalog

Step 2 Click on the drop down arrow and select a department. (Figure 3)
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Figure 3: Course Catalog Drop Down Menu
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Step 3 Click on the Find button.

Step 4 Click on a hyperlink (Figure 4) to view the course details.
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You are now logged into View Course Information and Course Location! Stars Il On-Line
ORI ¢ v e TSN
Courses Catalogue Listing by Departiment
i . Click the course nunber to view course description . i
Course Number Course Name Department Credst Hours Duration Cowrse Coordmator Course Location
ATO1011 ANAT .G A HUMAN BODY | Anatomy 6 12 USUB
AT01012 AMAT I-HEADVHECE/ACHE Anatory & 17 TSUE
ATOL01E ANAT ITV CELLTISSIORGAN Anatomy 5 14 USUE
ATRA102 ANATOMY RESEAR Anatony s [ USUB
: SHIF | Anatomy 5 ] TSTE
ATR41 0S5 ANATOMY CLERKSHIP | Anatomy 5 4 USUB
ATRA130  STRGICAL ANATOMY CLERESHIF | Anatomy 5 4 TSR F Evcarard i b N 0 ED o
Back -
= =) T T T e e I % a0 @ L
Figure 4: Course Listing and Description
Step 5 Click on the Back button to return to the Course Catalog screen.
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Tutorial 3: Student Profile

Student Profile module permits users to search for an applicant’s record by inputting the
applicant’s last name, first name or class year. It also can view individual applicant’s detail
information received from the AMCAS data file.

Step 1 Select the Student Profile bar, which will turn yellow when selected. The
Student Profile Login screen appears. (Figure 5)

ogin - Microsoft Internet Explorer

| Fie Edt View Favoites Toolks Help 'n
| =Bak - = - @ {a} | &3 Search [ Favoites E&Histoy | B~ & 0 - e |
| Links || Address [&1 hitp-vieb.usuhs.mil/stars/Sprofie.asp =] @Ge :

Medical Education View & Updale Student Records

,j I Uniformed Services University

Stars II Omn-Line

[ Gurse Cataloz [RITIT ; [ Enter Grades [T inte

This section is only for Facultys!

WARNING:
After reviewing your grades, exit the web browser
protect your sensitive information

Please Enter Your PTIV: I { Case Sensitive)
Password: ;
Date of Birth: ; (rmm-dd-yyyy)

Submit i Reset i

=
[&] Dane e e
;Stanigj = & ) @& || Bsoupiss - Maibox |[@7Login - Microsoft Inte._ BT stars_menu_faculty.dac - | [ NPACE B2 1112aM
Figure 5: Student Profile Login Screen
Step 2 Enter your:
PIN: First Name Initial + Last Name Initial + Last 4 digits of SSN;
Password: SSN (no dashes); and
Date of Birth: mm-dd-yyyy format (must include dashes)
Step 3 Click on the Submit button.
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Step 4 Type in the student’s Last Name, First Name or Class Year. (Figure 6) Then
click the Search button on the right. Note: The Reset button will clear the
fields you’ve entered data into.

File Edit Wi or Help
T & instant 4 il Contact People “ellow Pages Download Find Sites 7 Channels ﬂ
2 - A ps 3 = =3 =5 ZE
Back EoriE =l Feload Home Search Frint Securil ity Stop)
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= 2 Medical Tducation View < Update Student Records =1
Stars IT On-Line
Welcome DMARK ADELNMLATY
You are now logged into view student profiles
To wiew the student profile, ¥you can search the student by name or class
Wou must press the search key after cach entry
Search by Last Name
I Search |
Search by First Name
I Search |
Search by Class Year
[ Search |
Reset LI
= == | [Document t Done = =
Figure 6: Student Profile Search Screen
. . . ’
Step 5 Once you see the student list appear on the screen (Figure 7), click the student’s

name whose profile you wish to view. You will then get the student profile screen
(Figure 8) which will give biographical information about the student.

oft Internet Explorer

| File Edt View Favoites Tools  Help 'n

| @=Back - = - @ a3 | ) Search (3] Favoites (@ History | [B- & 3 - [H = |

| Links || addess|  hitpavisbusohemistars/stulist asp =] @50 |

%; I Uniformed Services University

Medical Education View oI Update Student Records

Stars IT On-Line
You are now logged into view student profiles.

Welcome NMARK ADELNMAN

IStudent Name |[Class Year]
VU, TUoNG 2003
VU, HUNG 1987

EBack
Contact s at: webmasten@usuhs mil

Last Update 02/30/01

[&] Dons o
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Figure 7: Student List Screen
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E@I Umniformed Services University

Medical Education Tiew of Lipdate Student Records
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Stars I On-Line

Y ou mre e logged 1o bo view sfadent prodales
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Figure 8: Student Profile Screen
Step 6 Click on the Logout button to exit the system.
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Tutorial 4: Create New Password

This tutorial allows faculty who will be entering grades to create a new password after they have
logged onto STARS Il On-Line for the first time. Once you have created a new password, you
will not be able to change it on-line. Any changes that need to be made to your password must
be done through the help desk.

Step 1 Select the Enter Grades bar that turns yellow when selected. (Figure 9) The
Enter Grades Log in screen appears.

3 Login - Netscape

e
i & instant Message e bhd ail Contact FPeople “rellow Pages D ownload Find Sites (=% Channels =
I = - T S b =5 f
Back Foryse 4 Peload Home  Seach  Netscope  Fiint S ecurity Sion
5| i Bookmarks & Location: [hup://ieb usuhs. mil/stars/E grades. asp | &l what's Related
e o Uniformed Services University
g P T - - . - - .
3 Medical Education View <L Update Student Records

Stars IT Omn-Line

Enter Grades

This section is only for Faculty! Enter Grades

WARNING

protect vour sensitive information
Please Enter Your PIN: | | ¢Case Sensitive)
ssw: [
Date of Birth: | tmm-dd-wwws)
Submit I Reset I

o™ =05= [Documen t Done

Figure 9: Enter Grades Log-in Screen

Step 2 Enter your:
Pin number: First Name Initial + Last Name Initial + Last 4 digits of SSN;
SSN: Social security number (no dashes); and
Date of Birth: mm-dd-yyyy format (must include dashes).

Step 3 Click on the Submit button. You will get a screen telling you to click on a link if
you are a first time user or to log in. (Figure 9)

Step 4 If you are a first time user, click the hyperlink click here (Figure 10) to create a
new password. A screen will come up asking you to enter and confirm your new
password. Note: If you are not a first time user, continue with Tutorial 5.
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3 Login - Netscape

Fil=  Edit ¥iew Go Communicator Help

] ) - A ik =y = = E 3 AT
H Back Forsard Reload Home = Frint Securi ity Stop
% w7 Bookmas & Location: [hitp:/ieb usuh =asn =] &7 what's Related

E?g I Uniformed Services University

Medical Education View < Update Student Records

here!!

Stars II Omn-Line

Course Catalos

If you are first time user click here %6 create a new password.

To login, please enter your password.

Password: |
Login |

Last Update 01/17/02

= (== [Decument t: Done

Figure 10: First Time User Log-In Screen

Step 5 Type your new password. (Figure 11)
Step 6 Re-type your new password to confirm it.

Step 7 Click the Submit button to proceed. You will get a screen indicating that you
have successfully created a new password.

oft Internet Explorer

Help

J@,»,@ 2t

Back Fomard Stap Home

Address [ Hip 7ich usuhs mil7starssoreatopass. o

§$§ I Uniformed Services University

Medical Education View & Update Student Records

Stars II On-Line

Enter Grades

Please create a new password to login.

New Password:
Confirm Passwm'(l:l

subrmit

Contact us at: webmasten@usubhs mil

Last Update 02/30/01

&7 Done [ [ & intemet zane

Figure 11: New Password Screen

If you are a first
time user, click
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Step 8
Step 9

Step 10

Click on the hyperlink Login to proceed to the next screen. (Figure 12)
Type in your new password.

Click the login button and proceed with steps 6-9 in Tutorial 5 to enter grades.

37 Student Application - Netscape

Fil=  Edit ¥iew Go Communicator Help

- A A e % & §@
Back Forsrd  Reload Home Search  Netscape Print S ecur ity Stop
7| w#T Bookmarks & Location: [httor//ieh usubs. mil/stars/addpass. s = =] @07 what's Related
P Uniformed Services University
. /E Medical Education View < Update Student Records
Stars 11 On-Line
Course Catalogs Student Profile Enter Grades
Clongratulation. You have successfully create password.
Login
If ¥ou would like to change your password
Flease Contact us at: webmaster@usuhs. mil
= [=P= |Document t: Done

Figure 12: Successful Creation of Password Screen
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Tutorial 5: Enter Grades

This tutorial allows faculty to enter or modify grades for students online. If you are a new user,
you will get a message to create a new password. Follow the instructions in Tutorial 4 to create
a new password.

Step 1 Select the Enter Grades bar that turns yellow when selected. The Enter Grades
Log in screen appears. (Figure 13)

37 Login - Netscape

- @ A D e =% & 3
Back Forvear d  Reload Home Search  Metscape  Print Secur ty Stop
I| [a# Bookmarks| £ Location: [ip:/dich usuhs mil/stars/E grades asp =] 0 what's Related
Bookmark QuickFil =
i Uniformed Services University
et/ Medical Education View <l Update Student Records

Stars II On-Line

Sourse Catalog IS

This section is only for Faculty!

WARTNNING:

After reviewing vour grades, exit the web browser
protect your sensitive information

Please Enter Your PITV: I ****** (Clase Sensitive)
SN [Frrrrraen
Date of Birth: I ********** o - dd-vyyy)

Submit I Reset I

= == [Documen t Done

Figure 13: Enter Grades Log-in Screen

Step 2 Enter your:
PIN: First Name Initial + Last Name Initial + Last 4 digits of SSN;
SSN: Social security number (no dashes); and
Date of Birth: mm-dd-yyyy format

Step 3 Click on the Submit button.

Step 4 Enter your password (Figure 14).

Step 5 Click the login button.
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35 Student Application - Netscape

1 - = A Tk = = 3 =5 2%
Back Eonmat | Reload Home Search Metecape Print Securi ity Ston
i i Bookmaks M Location: [hite: /Fieb usuhs mil/stars/loginchecklacpass. asp — ] &7 What's Related
a1 o Uniformed Services University
g P - = - r et = .
- )a Medical Education View <F Update Student Records
Stars IT On-Line
Enter Grades
To login, Please enter your Password
Password: |
Login
I am first time user Create new password to T.ogin.
Contact us at:
Lasti Updaie 09/04/01
- == | |Document t: Done

Figure 14: Login Confirmation Screen

Step 6

Click on a course number hyperlink to enter course grades. (Figure 15) All
students enrolled in a specified course are listed in alphabetical order. Grades
marked with an asterisk have been verified by the Registrar’'s Office. Note: The
Registrar’s office will continue to manually enter grades if a faculty
member chooses not to enter grades via the web.

A =t “ellows Pages Download Find Sites 2§ Channels =

; - A = = B

: Back Reload Home pe  Print Secwri ity Ston

7 =€ Bookmaks & Location: [hitp:/7ieb usuhs mil/stars/courselist asp =] &5 what's Related
v TE IO I IV

You are now logged into course coordinator

Click here to get

a list of students.

N

= ==

Figure 15: Course List Screen

Step 7
Step 8

Step 9

Enter a grade for each student.

Click the Submit button to complete the process.

Click the logout button to end session.

Logout
—~
###* Click the course number to enter course grades
“ourse Number Course Name Department |[Academic Year [Course Coordinator
ADTRAZ00 [AMTESTHESLAY CLERKSHIP lAnesthesiology 1294
AMTRA200 IAMTESTHESTIA CLERKSHIP lAnesthesiology 12585
ATTRAZ00 AITESTHESLA CLERE SHIP nesthesiology 1296
ATTRAZ00 [AMTESTHESLAY CLERE SHIP lAnesthesiology 1997
ATTRAZ200 [ANESTHESLS CLERKSHIP lanesthesiology 1998
AMRAZ00 IANESTHESLA CLERKSHIP lAnesthesiclogy 128%
ATTRAZ00 [ATTESTHESLS CLERE SHIP lAnesthesiology 2000
S ATTRAZ00 [AMTESTHESLAY CLERKSHIP lAnesthesiology 2001
ATO1020 MTES TS STRUCTURE AND FUNCTION LA natomy 2000
AT01020 OTITEO TO STRUCTURE AMND FUNCTION Lnatormy 2001
EDE4120 SPECIAL STUDIES/RADIOLOGY CLERESHIP [Radiclogy 1994
EDE4120 SPECIAL STUDIES/EADIOLOGY CLERKSHIP [Radiclogy 1998
EDEREA4120 SPECIAL STUDIES/RADIOLCGY CLERKSHIP Radiclogy 2000
EDE4120 SPECIAL STUDIES/EADIOLOGY CLERKESHIP Radiclogy 2001
Add More Course
[Document & Dans
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INTERVIEW EVALUATION TUTORIALS

The Interview Evaluation Application consists of two main functions. First, an interviewer can
complete the interview evaluation of an applicant on-line and the data will be saved directly to
the STARS Il database. Secondly, the Admissions Office, Deans, and Admissions Committee
Members (ACM) can view all Interview Evaluations. The sole purpose of these tutorials is to
guide the user through the on-line interview evaluation process.

Tutorial 1: Log on to STARS Il On-Line

Step 1 Click on your internet browser. You may be using Internet Explorer or Netscape
Navigator, etc. (Figure 16)

Y Interview Application - Netscape Type address here':n
Eil= Edit ¥iew Go Communicator Help

i Back Earmand Reload Horme Search Metzcape Fri Security Stom

v J%Instahth-'lessage wiebbd ail Cantact PeopleMlnw Fages Cravwmnload Fird Sites |’_|"

v ‘“t T Bookmarks & Go to: Ihttp:.-".-"ieb.usuhs.mil.-"stars LI ﬁ' “what's Related

43 I Uniformed Services University ~

Medical Education View & Update Student Records -

= (== | |Document: Done

Figure 16: STARS II On-Line Internet Address

Step 2 Once your browser is up, click in the address line and delete the text that is
there.

Step 3 In the address line, type ieb.usuhs.mil/starsii and press enter on your
keyboard. This will take you directly to the STARS Il Interview menu page.
(Figure 17)

>>>>> =L il Vel Pages 4] Duwruad  [5 Find Sites (5 Charrmels

Gt I Umniformed Services University

Meclical Ediucatron Interoiew Applications

Stars I'T On-L.inec

Clerkship Repo

Student Rep, -
ZonEy, -

e

[Document Done

Figure 17: STARS II On-Line Interview Main Menu
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Tutorial 2: Interview Evaluation

Step 1

Click the Interview Evaluation bar from the menu. You will be taken to the
Stars Il On-Line Medical Education Interview Applications screen. (Figure
18) The Interview Evaluation bar will be yellow indicating that it has been
selected.

eeeeeeeeeeeeeeee

i " Bookmarks & Location: [Fit: b aege. mil starsilogin. ase =1 &) whars Related
2 Instant Meossage “wiebtail [ Contact Peopls ~ellow Pages Download Freleies o] Bachnes
AT I Umniformed Services University
oIty Medical Education Interview Applications
Stars IT On-Line
PIN INO I
USER ID |
supmn]  wsser]
= == | [Blocument: Cione
Figure 18: STARS II On-Line Medical Education Interview Applications
Step 2 Click in the blank PIN NO field and enter your pin number (this is the first initial of
your first and last name and the last four digits of your social security number).
Step 3 Now, click in the blank USER ID field and enter your User ID (this is your social
security number).
Step 4 Click the Submit button.
Step 5 Select the applicant year you want from the drop down list. (Figure 19)
Umniformed Services Umniversity
A edical Ediccatson fnterviee _Applicalfionts
Stars IT On-Line
[Fe=r=l o
o
Figure 19: Applicant Year Selection
Step 6 Click the Click Me button.
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Step 7 Select an applicant to view from the list. You will be taken to the Medical
Education Interview Applications screen. (Figure 18)

Step 8 Click the Applicant Rating bar. (Figure 20)

M edical FEducation fntervie Appltcations

g%; l Uniformed Services University

Stars IT On-Linc

Applicant Information

Noume: BEREWER JERERMY Age: 21 Dliority:

Saus
Losout Bacl

Sl 1 L &S et sans

Figure 20: Interview Evaluation-Applicant Rating

Step 9 Click a rating for each of the four categories for this applicant.
Step 10 Click the Save button.
Step 11 Click the Narratives bar. (Figure 21)
[ e Ect vew Go Favowes Hew i 4=\|m,m\|mk<
— =
T For Tofrech =
=
B i
Leadership Potential, =
[yt ‘ o
=
=
|
Logeut Eack =1
&7 Openina page hitte:/fieb. usuls. mildstarsivnarative s ase. T Ll T &S Intemnet zone

Figure 21: Interview Evaluation-Narratives

Step 12 Type in any comments you have for each of the four categories.
Step 13 Click the Save button.
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Step 14

Click the Overall Assessment bar.

: 21 IMEnority:

Select One Overall Assessment

nal candidate, with several notable strengths and ne apparent deficiencies warthy of
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Figure 22: Interview Evaluation - Overall Assessment

Step 15

Step 16

Step 17

Step 18

Step 19

Step 20

Select one of the choices listed that best fits the candidate you have
Interviewed. (Figure 22)

Summarize this candidate based on your overall summary selection and enter
those comments in the appropriate section.

Click the Save button.

tes  Help = < ] [=] Tl =4 =]
Back Forar o Stop Fisfresh Home Search  Fawori tes  Histonw  Channels | Fullscree

tarsii/logout. asp

E$§ l Uniformed Services University

Medical T-ducation fnterciew Apgpltca fiorts

Stars IT On-Line

Ddedical Educaton Interview Evaloation

L.ogout Interviewer

Thanks for using Stars IT On-Line System
Flease completely log out of your account

Tontact us at: webmasteri@usuhs il

Figure 23: Logout Interviewer

To exit, click Logout. This will take you to the Logout Interviewer screen.
(Figure 23)

Click on Logout Interviewer. You will be taken back to the Interview
Evaluation menu.

To completely log out, close your browser.
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Tutorial 3: View All Interviews
Step 1 If you are not logged into STARS I, follow the steps in Tutorial 1 to log-in.
Step 2 Select View all Interviews from the menu. You will be directed to the Log-in

screen. (Figure 24) The View all Interviews bar will be yellow indicating that it
has been selected.

va.@ﬁ

Favorites Help | =] QS |
Back Forward Stop Riefresh Home Search Favorites Histor; e Charnels Fullscreen
ahs. milstarsifloginall. asp
Uniformed Services University
Medical Education Ifnterview Applications

Stars II On-Line

Medical E i Interview

fustion View all fnterviews |

This section is for reviewing Interviews only.

PIN NO [
USER ID
Focer
ot

Figure 24: View All Interviews Log-In

Step 3 Click in the blank PIN NO field and enter your pin number (this is the first initial of
your first and last name and the last four digits of your social security number).

Step 4 Now, click in the blank USER ID field and enter your User ID (this is your social
security number).

Step 5 Click the Submit button.

Step 6 Select an interviewer from the list. (Figure 25)

Ef. = l Umniformed Services Umiversity
=5

Afedical Ediccation Frterview Fpplica tiors

Stars IT On-Line
Dedical E 5 e B ]
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View 5 son & 3 =

TN T VIR VWETR NAMT
ELITT I T T OFGATTIZATTORT
— =

DDARD. BEOYTCE
EBulcsEr, Eue

BEEIIETT. BERAD TITLE
Lo, Foro
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I I I I &S Irterist curns

Figure 25: Interviewer Selection
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Specialty/Subsp e cialty|

Figure 26: Interviewer Information
Step 8 Select an applicant year from the drop down menu. (Figure 19)
Step 9 Click the Click Me button.
Step 10 Select an applicant from the list. You will now see the applicant information
screen. (Figure 27)
I W -
MI-E‘I it e ussa e meld st e sid s hossalappinfo. sop e sn=00N S45000 "'l

MWed oo ! FEdwea frorn Frntervien -'J'_r-:l.r-'."'.'-';.-." ey

E@ I Uniformed Services University

Stars Il On-Line
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| Apptican: Kaing |
The Interviewer: ELIWLA FOBRTY

You are now logged m te view all Interviews
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[esm T AST MALMEFIRSTHAMEAGEMINORITY|
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Figure 27: Applicant Information
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Step 11 You may view the entire evaluation by clicking on the Applicant Rating,
Narratives, and Overall Assessment bars.

Step 12 If you wish to view other interviews, click Back. This will take you back to the list
of interviewers.

Step 13 Once you have viewed all the evaluations, click Logout to exit out of the View all
Interviews function. This will take you to the Logout all Interview Evaluation
screen.

Step 14 Click on Logout all Interview Evaluation. (Figure 28) You will be taken back to

the Interview Evaluation menu.

o - =3 .-

Umiformed Services Umniversity

AL A Toat T dTrca f forrr Kzt ervrrewt: gl Taed f Tores

Stars TT On-T.ine

IIedical Education Interview Evaluation
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Figure 28: Logout All Interview Evaluation

Step 15 If you want to completely log out, close your browser.
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Tutorial 4: Tertiary Review

Step 1 If you are not already logged onto STARS II, follow the steps in Tutorial 1 to log
in.

Step 2 Select Tertiary Review from the menu. You will now see the Log-in screen.
The Tertiary Review bar will already be yellow indicating that it has been
selected.

Step 3 Enter your pin number in the Pin No field (this is the first initial of your first and
last name and the last four digits of your social security number.

Step 4 Click in the blank USER ID field and enter your User ID (this is your social
security number).

Step 5 Click the Submit button.

Step 6 Select an applicant year from the drop down list.

Step 7 Click the Click Me button.

Step 8 Select an applicant to view from the list. You will be taken to the Medical
Education Interview Applications screen. The menu options will be listed
across the top of the page.

Step 9 Select the Opening Profile bar that will turn yellow when selected and enter
information if applicable. (Figure 29)

WO Praiie [ Sianens |
|COLGATE UnIvERSITY | | ®Ba |  5=zo000 | BI
X-Cwrr Activity: || Clin Actvity= [
Honors: [ Research: [
worl: [ | other: [
Figure 29: Tertiary Review-Opening Profile

Step 10 Click the Save button.

INFORMATION ENGINEERING BRANCH 23

Version: 1.01

Revised: 05/22/02



STARS II ON-LINE USER GUIDE FOR FACULTY

Step 11 Click on the Academic Profile bar and select the score type. Then, enter actual
score. Enter comments in the comments box if applicable. (Figure 30)

Application - Netscape

= A “ = =k =5 2E
FoTo  Foinad  Vome  Seerch  Metscope  Prn  Secudy oo
Medical E i In

Welcome FORD IAN
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[ oucninz rrome || SN

APPLICANT INFORMATION

Name: JEREMY BREWER Age: 21

Please select score type and enter the score before clicking the save button.

Select Score Type | =1 Score|

SAT Werbal Score

Comments GPA-Graduate Courses
MCAT Score

Save

[JavaSerpt srar Tupe avaserpt inta Location for details

Figure 30: Tertiary Review - Academic Profile

Step 12 Click the Save button.

Step 13 Select the Statements bar from the menu options. (Figure 31)

=k = E

Home Search  Metscaps Frint Securi it Stop

Medical E ion In
Welcome FORD ITATT
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APPLICANT INFORNMATION
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Comment on
ADNICAS

Statement
JEW ] _>l_I
=l
Comment on
USUHS
Statement
JEN| _>l_I
[Dacurnen t: Dore

Figure 31: Tertiary Review - Statements

Step 14 Enter your comments on the AMCAS and the USUHS statements in the
appropriate boxes, then click Save.

Step 15 Select the School Assessments bar and enter information about the Letters of
Recommendations and College and University Assessment. (Figure 32)
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Stars IT On-Line

Medical E
Welcome FORD IAN

You are now lagged in to Tertiary Review

[ ornis rrome ] [N
APPLICANT INFORMATION
Name: JEREMY BREWER Age: 21

LOR's--College and University Assessment

Figure 32: Tertiary Review - School Assessments

Step 16 Click the Save button.

Step 17 Click on the Interviews bar. The next screen will allow you to go back and view
the actual interview evaluation information and each of the interviewer’s

information. (Figure 33)

=k & e 1

Home Search  Mstscape Print Security Stop

You are now logged in to Tertiary Review

- e

APPLICANT INFORMATION

Name: JEREMY BREWER Age: 21

View In i E

Comments on Interviewerl

Comments on Interviewer2

Figure 33: Tertiary Review - Interviews

Step 18 Click on View Interviewer Evaluation and select an interviewer.

Step 19 Next, select the Applicant Rating, Narratives, and Overall Assessments bars
at the top to view the information in the interview evaluation. Once you have
viewed the information, click Back to Tertiary Review to go back to the
Interviews screen.
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Step 20 Now, enter your comments regarding each of the interviews in the appropriate
space.
Step 21 Click the Summary bar, click one of the choices on the screen and select a

score form the drop down list. (Figure 34)

Stars 11 On-L.ine

Medical E ion In
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© REJECT

Swmmary Comment

=
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Figure 34: Tertiary Review - Summary

Step 22 Enter any comments you have and click the Save button.

Step 23 Once you have saved all your information, click Logout to exit out of Tertiary
Review. This will take you to the Logout Tertiary Review screen.

Step 24 Click on Logout Tertiary Review. You will be taken back to the Interview
Evaluation menu.

Step 25 If you want to completely log out, close your browser.
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Tutorial 5: View All Tertiary Reviews

Step 1

Step 2

Step 3

Step 4

Step 5
Step 6
Step 7
Step 8
Step 9
Step 10

Step 11

Step 12

Step 13

Step 14

You may follow the steps in Tutorial 1 if you're not sure how to log-in to STARS Il
On-Line.

Select View all Tertiary from the menu. You will now see the Log-in screen.
The View all Tertiary bar will already be yellow indicating that it has been
selected.

Enter your pin number in the Pin No field (this is the first initial of your first and
last name and the last four digits of your social security number.

Click in the blank USER ID field and enter your User ID (this is your social
security number).

Click the Submit button.

Select an interviewer from the list.

Click on View Applicants Who Have Been Reviewed.

Select an applicant year from the drop down menu.

Click the Click Me button.

Select an applicant from the list.

You may view the entire evaluation by clicking on the Opening Profile,
Academic Profile, Statements, School Assessments, Interviews, and
Summary bars. Note: You may also view the actual interviews by clicking

View Interview Evaluation under the Interviews screen.

Once you have viewed the information, click Logout to exit out of Tertiary
Review. This will take you to the Logout View all Tertiary Review screen.

Click on Logout View all Tertiary Review. You will be taken back to the
Interview Evaluation menu.

If you want to completely log out, close your browser.
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CLERKSHIP EVALUATION TUTORIALS

The purpose of these tutorials is to guide faculty (Clerkship Evaluators) through the on-line
process of viewing and entering data into the Clerkship Evaluation and Clerkship Reports
section which can be saved directly to the STARS Il database. This function is available only to
USUHS faculty and requires a Pin No and User ID. To access any of these functions, you must
log-on to the STARS Il website. Once you are on the website, you will be able to navigate
through the system quite easily to the areas that are reserved for faculty.

Tutorial 1: Log on to STARS Il On-Line

Step 1 Click on your internet browser. You may be using Internet Explorer or Netscape
Navigator, etc.
[ Type address here. j

e - . . N
£ Interview Application - Netscape

Eil= Edit ¥iew Go Communicator Help

|

| W e A 4 =y s
i Back Earmand Reload Horme Search Metzcape Eufit Security Stom

v 4% Instant Meszage wiebbd ail Cantact Feople W&IIDW Fages Cravwmnload Fird Sites |’_|"
v ‘“t Bookmarks & Go to:Ihttp:.-".-"ieb.usuhs.mil.-"stars y ¢ LI ﬁ"‘v\-"hat's Felated

Uniformed Services University 7

Medical Education View < Update Student Records _

== (== | |Document: Done

Figure 35: STARS II On-Line Internet Address

Step 2 Once your browser is up, click on the address bar and delete the text that is
there. (Figure 35)

Step 3 In the address line, type ieb.usuhs.mil/starsii and press enter on your
keyboard. This will take you directly to the STARS Il Interview menu page.
(Figure 36)

People ~ellow Pages Elownload e
Umniformed Services University

Medical Edication Interview Applications

Stars 11 On-Line

Figure 36: STARS II On-Line Interview Main Menu
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Tutorial 2: Clerkship Evaluation

Step 1 Select Clerkship Evaluation from the main menu. You will be taken directly to
the Clerkship Log-in screen where the Clerkship Evaluation bar will be yellow
indicating that it has been selected. (Figure 37)

Umniformed Services University

Medical Educatrorn Intervicw _Applications

Stars IT On-Line

USU-SOM Student FPesrfommance Evaluation

This Section is only for Clerkship Evaluation

Ducunent. Dure

Figure 37: Clerkship Evaluation Log-In

Step 2 Enter your login id in the box provided.

Step 3 Enter your password in the box provided.

Step 4 Click the Submit button. Once you click submit, you will be taken to the USU-
SOM Student Performance Evaluation screen. ( Figure 38)

PO S S B =

Home Search  Metscape Print Security

% I Uniformed Services University

=

Medical Education Interview Applications

Stars IT On-Line

TUSTU-SOM Student Performance Evaluation

Please Select Class Year:

ISeIect Class Year VI
Contact us at: webmaster@usuhs mil

Figure 38: USU-SOM Student Performance Evaluation Class Year Selection

Step 5 Select a class year from the drop down list. You will get a list of third or fourth
year students on your screen.
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Step 6

Select the student from the list whose information you want to update. You will
be taken to the actual evaluation.
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Figure 39: Clerkship Evaluation

Step 7

Step 8

Step 9

Step 10

Step 11

Complete all sections of the evaluation. (Figure 39)

Click the Update button to save this information to the STARS Il database. You
will get a new screen indicating that you have successfully updated.

If you are done updating evaluations, click Logout. This will take you to the
Logout Clerkship Evaluation screen. If you want to update more evaluations
click Back, then repeat Steps 5-9.

Click Logout Clerkship Evaluation. You will now be directed back to the
Interview Evaluation main menu.

If you want to exit completely, close your browser.

[Fes =
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Tutorial 3: Clerkship Reports

Step 1 Select Clerkship Report from the menu. You will be taken directly to the
Clerkship Log-in Screen where the Clerkship Report Evaluation bar will be
yellow indicating that it has been selected.

Step 2 In the blank field next to Log-in, enter your Login ID.

Step 3 Next to Password, enter your password in the blank field.

Step 4 Click the Submit button. Once you click submit, you will be taken to the USU-
SOM Student Performance Evaluation screen.

Step 5 Select a class year from the drop down list. You will get a list of third or fourth
year students on your screen.

Step 6 Select the student you want to review from the list. You will be taken to the
actual evaluation.

Step 7 Once you are done reviewing evaluations, click logout. This will take you to the
Logout Clerkship Evaluation screen. If you want to review more evaluations
click Back, then repeat Steps 5-7 until you are done.

Step 8 Click Logout Clerkship Evaluation. You will now be directed back to the
Interview Evaluation main menu.

Step 9 If you want to exit completely, close your browser.
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